BALTIMORE FEDERAL EXECUTIVE BOARD
FALLON FEDERAL BUILDING
31 HOPKINS PLAZA
BALTIMORE, MARYLAND 21201

(410) 982-4047 FAX: (410) 962-8198

S: January 5, 2001
September 8, 2000

MEMORANDUM FOR: MEMBER FEDERAL AGENCIES AND INSTALLATIONS
ATTN: HUMAN RESOURCE/CIVILIAN PERSONNEL AND

INCENTIVE AWARDS OFFICES

SUBJECT: NOMINATIONS FOR EXCELLENCE IN FEDERAL CAREER
AWARDS

Enclosed are the instructions and forms for the 34" Annual Excellence In
Federal Career (EIFC) Awards Program. Your award nominations (one per
category) must be submitted with an original and five copies by January 5. 2001.

This regional awards program, sponsored by the Federal Executive Board, presents
awards in sixteen (16) categories as explained in the nomination package. Itis
conducted in conjunction with national Public Service Recognition Week. (Last year,
226 federal employees representing 50 agencies and installations in Maryland
received awards). The awards ceremony and luncheon will be held at Martin's West

in Baltimore on May 4, 2001.

This is your opportunity to recognize your best employees for their outstanding
contributions by nominating them for an excellence award. (All nominees are winners
[gold, silver or bronze] as explained in the enclosed nomination package).

Questions or clarification should be directed to Mr. Richard H. Howell, Executive
Director, Federal Executive Board (410) 962-4047 or email: execdir@bailtimorefeb.org/.

R. MARK BROWN

Coilonel, U.S. Ar
Chair, Excellencg In Federai Career

Awards Program and Commander,
Defense Contract Management -
Baltimore

Enclosure
2001 Awards Nomination Package



Quotable Quotes

It is a distinct pleasure to extend special
greetings to the over 20 million members of the
Public Service preparing to celebrate Public
Service Recognition Week... Your contributions to
government at the local, state and national levels
improve the quality of American life and safe-
guard the principles of freedom and democracy
held so dear by the people of this Nation...and
help all of us keep the American dream alive.
--Colin L. Powell

At various times in our nation's history, the call
of public service has captured the vision of an
entire generation of Americans, igniting a spirit
of enthusiasm for serving our nation. As public
employees, we will face many tests in the
upcoming years. I know you share with me the
feeling of excitement towards making a difference
in the quality of American life. Your commirment
and experience, and professionalism have made
this country strong and are a national resource.
A new decade and century are before us. With
them come new promises as well as new
challenges. To meet those challenges, we will
need the best schools, the best technology, the
best government and the finest work force this
nation can offer. :

--David Pryor

All Americans owe a debt of gratitude to those
individuals who have dedicated their lives to
public service and, through that service, have
made invaluable contributions to our Nation's
growth and prosperity.

--Senator Paul Sarbanes (D-Md)

It has become increasingly important that time be
taken to publicly recognize the excellent work of
our federal public servants. Many in our commu-
nity do not appreciate that it is our public ser-
vants that make our government the best in the
world. I commend them all for a job well done!
Keep up the good work!

--Congressman Benjamin L. Cardin (D-Md)

All free governments are managed by the
combined wisdom and folly of the people.
--James A. Garfield

A wise government knows how to enforce with
temper, or to conciliate with dignity, but a weak
one is odious in the former, and contemptible in
the latter.

--George Greenville

The government is us; we are the government,
you and I.

--Theodore Roosevelt

In the long-run every Government is the exact
symbol of its People, with their wisdom and
unwisdom: we have to say, Like People like
Government.

--Thomas Carlyle

Any free government certainly needs a vast corps
of well-trained, dedicated, intelligent, long
service people who can take care of all the
intricate jobs of operating the many and manifold
activities that governments these days are
compelled to carry on.

--Dwight D. Eisenhower

Let the public service be a proud and lively
career. And let every man and woman who works
in any area of our national government, in any
branch, at any level, be able to say with pride
and with honor in future years: 'l served the
United States government in that hour of our
nation’s need.’

--John F. Kennedy

“Our federal workforce keeps our government
running and our nation strong. Their work,
which often goes unrecognized, affects the dav-
to-day live of all Americans. [ am proud to
represent so many hard-working, dedicated
federal workers who live and work in Marvland-
-Thank you for everything that you do.”
--Senator Barbara A. Mikulski
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34t Annual Excellence in Federal Career Awards Program

Honoring Outstanding Federal Employees and Service
Members in The State of Maryland

A Message to Federal Employees, Agencies and Installations

The Baltimore Federal Executive Board is honored to sponsor the 34th Annual Excellence In
Federal Career (EIFC) Awards Program, which culminates with an awards luncheon and
ceremony on Friday, May 4, 2001. We invite you to participate in this notable event. This
historical awards program takes place during national Public Service Recognition Week and pays
tribute to the profession of public service and to all our dedicated federal employees and service
members who are a part of the public work force.

This is the only government-wide awards program in Maryland, which provides you an opportunity
to honor your employees and service members at all levels within your agency or installation for
their meritorious work and demonstrated outstanding service. There are sixteen (16) awards
categories as explained in this information and forms package.

Public service is customer service. Federal agencies and installations in Maryland have a tradition
of providing the best in customer service. President John F. Kennedy said: “Let the public service
be a proud and lively career.” Your outstanding federal employees and service members bring
great credit to your agency and to our Nation.

Please submit your nominations (one nomination per category) by 4 pm, Friday, January 5, 2001.
The finalists in each category will be determined by a Screening Committee of federal employees
from the FEB member agencies and installations. Later, a Blue Ribbon Panel of distinguished
private sector leaders will meet to select the one Gold winner from the finalists in each category.
The remaining finalists are Silver winners and the remaining nominees are Bronze winners. The

one Gold winner in each category will not be announced until the awards luncheon and ceremony
on May 4, 2001.

Thank you for your participation in this outstanding recognition program.

David E. Johnson, Chair, Baltimore Federal Executive Board




Purpose of
The Excellence in Federal

Career Awards Program

The Baltimore Federal Executive Board announces
the 2001 "Excellence in Federal Career" Program.
This program is one of the highlights of Federal
Executive Board activity each year. An essential
goal of the awards is to obtain the maximum number
of nominees from as many agencies as possible. The
purpose is to honor outstanding men and women in
the Federal Government who have performed ex-
ceptional and meritorious work for and to encourage
high standards of performance in the Federal
Government.

Eligibility of Nominees
Nominees must be permanent civilian or military
career employees of the Federal Government assign-
ed to the agencies that are members of the Baltimore
Federal Executive Board. Member agencies are listed
in the Federal Executive Board Directory. (Exception
to this requirement is Heroism /Category VII and
Community Service/Category VIII. Nominees for
these categories may include retired Federal, civilian
and military personnel). Winners of a category from
prior years may not be re-nominated for that category.

Awards are issued primarily in recognition of exem-
plary job performance and contributions to the
Federal Government or the community. Other factors
are given proportionate weight by the Screening and
Selection Committees. It is possible a nominee could
be considered for more than one category. When this
happens, the agency should be guided by the nature
of the accomplishments for which the employee is
being recommended. The decision on which cate-
gory is appropriate is the prerogative of the nominat-
ing agency. Under no circumstances will changes be
allowed to nominations submitted after the deadline
date of January 5, 2001. These are the MINIMUM
requirements for eligibility.

Number of Nominees

Agencies may submit award nominations for one or
all of the sixteen (16) categories. However, Only
one nomination (Name) may be submitted for an
award category.

Submission of Nominations

Nominations may be submitted by any Federal em-
ployee/retiree. Each nomination must be signed by
the agency/installation head or authorized designee.
If a person is nominated by your agency who is
employed by another Federal agency, the nominator
must receive the signature of the employing agency
head prior to submission.

Nominations must be mailed or hand-delivered to:
Baltimore Federal Executive Board

ATTN: EIFC Awards Program Suite G-13,

Fallon Federal Building, Suite G-13

31 Hopkins Plaza

Baltimore, MD 21201-2825

Nominations must be received at the
Federal Executive Board no later than 4 p.m.
January, 5, 2001.

General Information

.. .The winner will be awarded a certificate com-
memorating his/her achievement. All employees who
are nominated by their agencies will receive
recognition.
. . .Group nominations are acceptable ONLY in
Heroism Act/Category VII.
. . .To provide uniformity and faimess, ALL nomi-
nations must be submitted on the enclosed EIFC
FM 2001 (Enclosure 1), otherwise nominations
will be returned for compliance with instructions.
.. .We invite you to begin now to consider possible
nominees from your agency for all categories of
awards. The awards will be presented at the Awards
I‘Rt,mcheon on Friday, May 4, 2001 at Martin's

est.

Directions
Nomination Forms & Criteria:

Nominations MUST be submitted on the award
nomination forms in this booklet (enclosure 1). An -
original and five (5) copies are required. A Cover
memorandum or letter is required from the agency,
which shows the agency’s point-of-contact for the
award submissions.

The forms may also be downloaded from Web site:
http://www.baltimorefeb.org/. The form design
may not be altered, otherwise the nomination will be
rejected & returned.

An explanation/instruction for each award category
is on pages 1-4 of this booklet.

Selection Process

A Screening Committee, composed of Federal
employees selects the Finalists in each category.

A Blue Ribbon Panel of distinguished private sector
executives selects the one Gold winner in each
category. The remaining finalists are Silver winners
and the remaining nominees are Bronze winners.

The Written nomination is critical to the screening
& selection process. Care must be devoted to its
preparation. It must clearly explain and justify the
nomination.



No acronyms should be used unless absolutely
necessary. Spelling must be correct and the
nomination must be written so that it can be clearly
understood by the reader.

Action

Please insure widest dissemination of this
Nomination booklet. Agency employees should

follow internal agency rules and instructions for the
nominations. All nominations must be reviewed &
approved by the agency head and submitted by
agency memorandum or cover letter.

Agencies should consider the possibility of
awarding all agency nominees special
recognition. Finalists and Gold winners may
receive special additional agency recognition.

Category Explanation & Nomination Instructions

This information is provided to assist the employing agency with selecting the award category that fits the individ-
ual employee. Information is guidance only; final category selection is up to the recommending agency.

Awards are given in the following categories:

Category I Outstanding Supervisor . . . ... ... .. . e
a.Grades 13 & Above .. ... L
b.Grades 12 & Below . ... . .
c.Trades & Crafts ... ... . e
Category 11 Outstanding Professional (Non-Supervisory) ...................... .. ... ........
a. Technical, Scientific & Program Support . ......... ... .. ... ... .. ... i
b. Administrative, Management & Specialist .. ........ ... ... ... . L
Category 111 Outstanding Para-Professional (Non-Supervisory)................ ... ... .......
a. Technical, Scientific & Program Support . . ...... ... .. ... ... .. .. L.
b. Administrative, Management & Specialist . . ........... ... ... ... . o L
Category IV Outstanding Clerical. .. ... ... ... ... .. . . . . .
Category V Outstanding Trades & Crafts. . ... ... ... ... . ... . .. .. . . . .. ..
Category VI Equal Employment Opportunity Service. ... ............ ... ... . ... ... .......

Category VII

Category VIII

Category IX **Distinguished Public Service Career
Category X Rookieof theYear........ ... ...

a. Professional . .. ............

b. Para-Professional. ... .......

c. Clerical or Trades & Crafts

*Community Service............

.............................................

.............................................

.............................................

.............................................

*Retirees may be nominated for these categories. **Retirees only.



The truth is that the Government service, in
the light of its tremendous size and scope, has
a remarkable record of honesty and integrity.
I firmly believe that its ethical standards are
as high as those of any government in the
world. I firmly believe that its ethical
standards are higher than those prevailing in
the American business community.

--Harry S. Truman




Category I (a, b, or c) ¢. Efforts Towards Self-Development

. . Describe activities the nominee has pursued on
O“tStandlng Supemsor his/her own initiative, on his/her own time, and
a. Grades 13 & Above while employed full-time in the Federal
b. Grades 12 & Below Government.
c. Trades & Crafts d. Other
Explanation Describe or list any additional job-related activi-

ties or information which you feel should be
considered that have not been covered else-
where in the nomination.

There are three awards for supervisors in this cate-
gory. Supervisors should be nominated for the award
which corresponds to their grade level-Grades 13 &

Above, Grades 12 & Below, and Trades and Crafts. Category II (aorb)
Nomination Instructions Outstanding Professional
a. JOb Competence: (Non_Supervisory)

1. Superior Performance. a. Technical, Scientific & Program Support

Describe only such accomplishments or sustain-
ed quality of performance which are clearly
beyond normal job expectations. Also, des-
cribe the manner and extent to which normal
job expectations are exceeded. Examples of
unusual amounts of work completed, excep-
tional quality, demonstration of extraordinary
resourcefulness, imagination or ingenuity
should be provided where relevant. The grant-
ing of an outstanding award under the Incen-
tive Awards Program is not a pre-requisite for
nomination.

2. Impact.

Specify whether, how, and to what extent per-
formance described in (a) has a direct impact
on nominee's own job assignment or on other
activities in your local organization, on work
of your agency beyond the local area, on the
operations of other Government agencies, or
on the community at large. Provide quanti-
tative data if possible, e.g. number of people
affected, number of dollars saved, duration of
impact, etc.

b. Recognition:

Describe all forms of recognition accorded the
nominee in any form but particularly in rela-
tion to his/her job assignment. Include under
this term any special awards, commendations,
or other recognition for intentions, suggestions,
special acts, sustained superior performance,
recognition in the form of significant committee
assignments, election to office, honorary mem-
bership, etc. It is not necessary that examples
of recognition be limited only to the past year.
Please specify, therefore, the timing of any
items described in this section. Recognitions
should be identified either as "job related” or
"other". If possible, when membership of an
organization is shown, it would be helpful if
some of the duties connected with that mem-
bership were specified.

b. Administrative, Management & Specialist
(Generally Grades GS-5 and Above)

Explanation

Employees categorized as professional are those
NON-SUPERVISORY employees whose occupa-
tions are identified in the professional series under
the General Schedule.

a. Technical, Scientific & Program Support:
Example: A recipient may be an engineer, health
professional or scientist, etc., engaged in re-
search, development or production, who, in the
course of his/her work has made an outstanding
technological contribution in a scientific or
technical field or who has significantly en-
hanced understanding in a specific discipline.
Other examples include but are not restricted to
social workers, accountants, auditors, architects,
and mathematicians.

b. Administrative, Management & Specialist:
The employee typically advises on or performs
work in a program, business, fiscal manage-
ment, or operations area. The work performed
is based upon the established principles of a
profession or science and requires professional
or technical training equivalent to that repre-
sented by graduation from a college or univer-
sity of recognized standing. Professional/ad-
ministrative work is generally creative, analy-
tical, evaluative and interpretive and there is
applied, in all instances, a range and depth of
knowledge and judgment that can be acquired
only through a thorough familiarity with all the
theories and assumptions of the particular pro-
fession or administrative field. Examples in-
clude, but are not restricted to, criminal investi-
gators, artist specialists/illustrators, labor relat-
ions, budget analysts, and transportation
specialists.

Nomination Instructions
Refer to Nomination Instructions, Category [.



Category III (a or b)
Outstanding Para-Professional
(Non-Supervisory)

a. Technical, Scientific & Program Support
b. Administrative, Management & Specialist
{Generally Grades GS-4 and Above)

Explanation
Employees categorized as para-professional are those
NON-SUPERVISORY employees whose occupations
are identified in the professional series under the
General Schedule.

a. Technical, Scientific & Program Support:

NON-SUPERVISORY employees, categorized
as a technician, typically perform a variety of
work relating to the area of specialization that
requires the application of a considerable num-
ber of different basic but established methods,
procedures, and techniques. Assignments
usually involve independent responsibility for
planning and conduct of work which is a com-
plete conventional project of relatively limited
scope or a portion of a larger and more diverse
project.

b. Administrative, Management & Specialist:

NON-SUPERVISORY employees categorized
as administrative are those employees whose
occupations are identified as an advisor, assis-
tant, or representative of management or spe-
cialist in a management or general business
function of supporting service. These employ-
ees' primary duties may consist of performing
work that significantly affects the formulation
or execution of management policies or pro-
grams; or involves general management or
business functions or supporting services of
substantial importance to the organization
services; or involves substantial participation
in the executive or administrative functions of
a management official.

Nomination Instructions
Refer to Nomination Instructions, under Category 1.

Category IV
Outstanding Clerical
Explanation

Employees in this category include clerks, clerk-typ-
ists, clerk-stenographers, secretaries and others per-
forming work of a clerical nature.

Nomination Instructions
Refer to Nomination Instructions, under Category L.

Category V
Outstanding Trades or
Crafts Employee

Explanation

Employees in recognized trades or crafts or other
skilled mechanical crafts, or in unskilled, semi-skill-
ed manual-labor occupations. Foremen and supervi-
sors in positions having trade, craft or laboring ex-
perience and knowledge as the paramount require-
ment should be nominated in Category I rather than
Category V.

Nomination Instructions
Refer to Nomination Instructions, under Category L.

Category VI
Equal Emloyment Opportunity
Service

Explanation

The award is given to the individual whose contribu-
tion has the most far-reaching, positive effect on the
Federal EEO Program (including all Special Em-
phasis Programs). Recognition is also appropriate for
those persons who exhibit outstanding performance
in the EEO area. Significant contributions include,
but are not limited to:

a. Increasing the effectiveness of an agency EEO
Program through outstanding performance.

b. Increasing understanding and acceptance of the
agency principles of EEO.

c. Developing and/or implementing a project to
enhance the principles of EEO.

d. Bringing the community and agency together the
achievement of EEO as a common goal.

e. Providing counsel and/or guidance which
converted an adverse situation to a positive one.

f. Demonstrating sensitivity to the needs of the
listed categories, this might be shown in the
areas of recruitment, hiring, training and awards.

g. Motivating employees through direct encourage-
ment and assistance to develop their full poten-
tial and utilization of their skills to the maximum
extent.

Contribution/service should be described so as to
specify its impact on the agency EEO Program.

Nomination Instructions

Refer to Nomination Instructions, under Category 1.
This category is not for EEO Counselors.



Category VII
Heroism

Explanation
Any recognizable heroic act by an employee, Federal
or retiree, either on or off the job, involving great,
personal risk or requiring outstanding courage or
competency in an emergency. Examples of acts
which might meet the criteria for such an award:

® Response to emergency situations in which an act
of great personal risk was performed, such as:
— Public property defended, civil disturbance
— Lives are saved, rescues attempted, or
— Any other similar act

Nomination Instructions
Provide specifics relating to the severity of the situa-
tion. Those details that graphically describe the risk
to the nominee of his/her life while performing the
act are especially important.

Category VIII
Community Service

This award is given for outstanding contributions
toward providing services and establishing rapport
with Federal agencies, professional educational busi-
ness, civic and veteran's organizations. An employ-
ee, Federal or retiree, recommended for an award for
excellence in service to the public might have:

a. Assisted any individual or group in solving an
exceptionally complex or sensitive problem.

b. Tactfully disposed of a problem presented by
someone displaying a dissatisfied or hostile atti-
tude, in a manner that satisfied the affected
individual.

c. Demonstrated high standards of workmanship in
personal and telephone contacts with individuals
or groups concerning the mission, functions or
services of the agency.

d. Rendered a service to a group outside the agency
by an act or series of actions that facilitated co-
operative relationships between the group and the
affected agency, or facilitated cooperative
relations between community groups not affili-
ated with the Federal Government.

e. Voluntary services for outstanding contributions
to the general public or the community through
efforts not directly related to an employee's
primary job. Contributions will be judged on the
basis of value received by the general public.
Normally, but not exclusively, most of the time
will have been volunteered outside of work hours.

For Example:

(1) An important contribution to the well-being of
the community by either individual effort or
work through an organization; evidence should
be provided.

(2) A substantial and continuing record of contri-
butions to the well-being of the community
participation in a variety of activities.

Nomination Instructions

Describe the situation. Summarize the possible solu-
tions and the reason(s) for the selection in solving a
problem; if volunteer service, describe the service,
time involved, etc. Recognitions received by other
organizations should be noted. Benefits the commu-
nity has realized or how the community is a better
place as a result of the nominee's performance
should be provided.

Category IX
Distinquished Public Service

Career
Explanation

Nominee must be a former Federal employee, either
military or civilian, supervisory or non-supervisory,
who retired from active service during Fiscal Year
1999. The nominee shall have been most recently
employed by a member agency of the Baltimore
Federal Executive Board.

Nomination Instructions

Narrative should provide a convincing basis for se-
lection of the nominee as the outstanding, recently
retired, career employee in the Region and who
distinguished themselves through their dedication to
public service. Narrative should include, where
appropriate, a listing of significant accomplish-
ments, awards and honors (including those made by
non-Federal entities for work done as a Federal
employee), and must include duties performed, level
of responsibility and reason(s) why the nominating
agency believes the nominee to be exceptional. If
the nominee possessed a unique capability(s), this
should be mentioned. Unusual career assignments
would be of interest but would not, of themselves,
be the sole basis for selection.

The nomination should provide, as completely as
possible, a picture of the total person.

Enclosures and supplemental material should not be
submitted.

Agency Head signature may be substituted with the
signature of the President of a retiree organization
but only if that person has confirmed the career
status with the individual's agency.



Category X (a, b, or ¢)
Rookie of the Year

a. Professional
b. Para-Professional
¢. Clerical or Trades & Crafts

Explanation

This award is given to recognize newly-hired em-
ployees within the Federal Service for their achieve-
ments. Candidates must have been hired or entered
military active duty between July 1, 1999 and
December 31, 2000 for first-time employment or
duty with the Federal Government (Civilian or
Military). "Duty” is defined as any type of duty (e.g.
stay-in-school, internship, full or part-time) or, if

military, the first duty assignment (e.g. an installa-
tion/base or unit/ship) following basic training/boot
camp.

Nomination Instructions

Nominees may be employed in any professional,
para-professional, clerical, or trades and crafts
position. They must have demonstrated exceptional
effort, commitment, cooperation, grasp of their
duties and a desire to achieve beyond normal expec-
tations. Nominations should contain comments on
the following factors:

e Demonstrated competence and efficiency by
outstanding accomplishments on the job.

e Displayed initiative, innovation, preserverance
and leadership in the performance of duties.

Note: Federal service means either Military or
Civilian Service. Newly-hired employees may not
have been in the Military prior to being hired as a
Civilian employee.

Submission Checklist

O Comp!etad Bmployee Nmmnatnon Form
- Cover Page e

[ Required S:gnanircé

(O Completed Nomination—3 P&ges Max
' Using Form Provided w/Black Border

0 ()ngma} + 5 Copies + Cova: Letter




Baltimore Federal Executive Board
Excellence in Federal Career

2001

Due in FEB Offi .
Ja‘rl;i:rly 5, 2001 e Date Submitted 10 FEB Office

Employee Nomination Form
(Not to Exceed 3 Typed Pages)

Category Number (see page ii1, "Category
Explanation & Nomination Instructions) Identify
Sub-category (e.g./a, b, or ¢)

Category Title

Employee's Name

Employee's Title

Employee's Agency Agency Address

Employee's GS/GM/WG/PS Grade Years of Federal Period of Service for Which
Service Award is Recommended

Check List

S Nominator's
® Completed Nomination Cover Form

@ Completed Nomination on Form Provided Name
(including black border)

® Required Signatures Signature
® Nomination Length does not

exceed 3 pages Phone
® Original + 5 Copies

Nominee's Chief Executive or Designee

Name

Signature

EIFC FM/2001 Encl |
Do Not Separate This Page From Narrative




Excellence in Federal Career
2001

Employee's Name

Category Number

Nominator's Statement




EIFC # Nominator's Statement (continued)

Employee’s Name

Page 2

Category Number
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EIFC # Nominator’s Statement (continued)

Employee's Name

Category Number




